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Introduction 

This manual was created to help you navigate training for early learning professionals in Washington 
State, whether you need information about training requirements or offer training. In this manual you 
will find valuable resources for accessing or offering training that count towards STARS requirements. 

The manual is divided into three parts:  

Section 1: Training (initial and annual continuing education) information 

Section 2: Trainer application and information 

Section 3: Printable resources  
 

Quality Adult Education in Washington State 

Quality adult education in Washington State depends on the knowledge, skills and professionalism of 
trainers. A trainer should be able to offer training that: 

 Is suitable for an adult learning environment.  

 Is characterized by professionalism, strong instructional methods and effective design. 

 Includes assessment and integrates the core competencies for early care and education and 
child and youth development (school-age) professionals. 

 Reflects community needs and values, as well as the goals of participants. 

 Presents learning objectives, core knowledge areas, and content clearly and explicitly (so that 
participants can identify adult education opportunities that align with their needs and 
interests). 

 Is delivered in a way that allows participants to apply knowledge and competencies in their 
work and real-life settings. 

 Facilitates the learning of concepts and skills that are grounded in current research and 
practice.  

 Provides new information that validates and builds upon participants’ prior knowledge and 
experience. 

 Motivates participants to learn through active participation in the learning process and as 
partners with the trainer in the learning experience. 

 Is designed to contribute to a participant’s self-esteem as well as to his or her personal and 
professional growth. 

 Provides opportunities for participants to increase their abilities to implement new skills within 
the context of individual differences and values, such as cultural perspectives and learning 
styles.  

 Is free of prejudice and stereotyping. 

 Acknowledges that learners have varying abilities and experiences.  

 Provides recommendations regarding how to individualize, make accommodations, and access 
resources and high-quality supporting materials. 
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Trainer Competencies 

Excellent Washington State Trainer preparation focuses on four areas: professionalism, facilitation, 
instructional design, and assessment.  

Professionalism  

Professionalism for trainers includes the creation of a safe and warm environment, demonstrating 
respect for individual needs, and cultural sensitivity.  

Washington State Trainers, as representatives of Department of Early Learning (DEL) and an 
extension of the Department’s Quality Practice and Professional Growth Division are required to 
maintain confidentiality, encourage participant contributions to learning, accommodate for 
participant needs, respect differences and generally represent the field favorably by conducting 
themselves in a professional and respectful manner.  

Facilitation   

Facilitation of training is the creation of an appropriate and comfortable room arrangement, 
effective speaking skills, creation of group agreements, and facilitation of group activities, focusing 
training, and managing unforeseen situations.  

Trainers should create a comfortable environment for adults to increase access to learning without 
distraction; this includes enthusiastic, focused, interactive, and engaging presentation and respect 
for participants from the trainer and fellow participants as well as the comfort of the physical 
environment.  

Instructional Design  

Instructional design is the inclusion of Washington State and other supporting documents, methods 
of interactions and learning styles, use of hooks and goals, instructions and demonstrations, 
appropriate use of support materials and technology and an effective training summary and closing.  

Assessment  

Assessment of adult learning includes the use of appropriate prior learning, formative, and 
summative assessments that align with stated training outcomes. Trainers should be able to assess 
where their participant knowledge is at the beginning of training, check for understanding during 
and assure that learning objectives were met at the end of training through summary, questions, 
and activities. 

 
Materials shared should be relevant and grounded in current research and linked to the Washington 
State Core Competencies and reference, when appropriate, the Early Learning Guidelines and other 
relevant Department resources such as those listed below.  
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Core Competencies 

All training is tied to the Washington State Core Competencies. The Core Competencies for Early Care 
and Education Professionals is a resource that defines at a foundational level what early care and 
education professionals need to know and do to provide quality care. Training in the Washington 
State Early Childhood Professional Development System should be linked directly to these 
competencies and so it is paramount that trainers and facility staff alike are familiar with them. 
 
The areas of competency correspond with standard curricular areas in early care and education. 
Each content area is further subdivided into 5 levels so that an early care/educator may progress in 
their learning within that content area.   
 
The Washington State Core Competencies for Child and Youth Development (school-age) include 
similar areas to the early care and education competencies, as well as two additional ones: Cultural 
Competency and Responsiveness and Youth Empowerment.  
 
To learn more about the core competencies in both English and Spanish go to this DEL webpage: 
 
http://www.del.wa.gov/Professional/core.aspx  

 

Early Learning Guidelines 

The Department of Early Learning (DEL), in partnership with the Office of Superintendent of Public 
Instruction (OSPI) and Thrive Washington, has published the Early Learning and Development 
Guidelines (ELG’s) for children from birth through third grade.  
 
In alignment with the State Early Learning Plan and reflecting federal, state and tribal learning 
standards, the Early Learning and Development Guidelines are a statewide resource for everyone 
who loves, cares for and educates young children; they provide essential information to support and 
enhance children’s development and learning.   The ELG’s: 
 

 Provide tools and strategies for different stages of growth  and suggested resources 

 Promote a whole child approach and honoring diversity 

 Aspire to inform professional development, encourage dialogue, incorporate cultural 

inclusivity, and link early learning to the K-12 system. 

 

More information is available at the link below on the Department of Early Learning’s website. 
Download copies of the Early Learning Guidelines in English and Spanish: 
 
http://www.del.wa.gov/development/guidelines/  
 
 

http://www.del.wa.gov/Professional/core.aspx
http://www.del.wa.gov/development/guidelines/
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To learn more about the Washington State Professional Development System visit the Washington 
State Department of Early Learning website’s Professional Development pages:  
 
http://www.del.wa.gov/Professional/Default.aspx  
 
MERIT  
http://www.del.wa.gov/Professional/merit.aspx  
 
Trainer and Training Approval  
http://www.del.wa.gov/Professional/approval.aspx 
  
Training information 
http://www.del.wa.gov/Professional/training.aspx  
 
Training Library  
http://www.del.wa.gov/Professional/library.aspx  
 
Resource Gallery  
http://www.del.wa.gov/Professional/Resources.aspx  
 

Core Competencies  
http://www.del.wa.gov/Professional/core.aspx  
 
Financial Support  
http://www.del.wa.gov/Professional/financial.aspx  
 
Plan Your Early Learning Career  
http://www.del.wa.gov/Professional/career.aspx  
 

DEL Professional Development Training Library and Resource Gallery  

DEL Professional Development Training Library connects early learning professionals to online training 
opportunities. The content in this library is organized into categories that align with the core 
competencies. The Professional Development Resource Gallery lists resources, best practices, research 
and tools that can be used by trainers. 

http://www.del.wa.gov/Professional/Default.aspx
http://www.del.wa.gov/Professional/merit.aspx
http://www.del.wa.gov/Professional/approval.aspx
http://www.del.wa.gov/Professional/training.aspx
http://www.del.wa.gov/Professional/library.aspx
http://www.del.wa.gov/Professional/Resources.aspx
http://www.del.wa.gov/Professional/core.aspx
http://www.del.wa.gov/Professional/financial.aspx
http://www.del.wa.gov/Professional/career.aspx


Washington State Department of Early Learning Training and Trainer Manual | 5 
 

Table of Contents 

Introduction  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  1 

 Trainer Competencies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 

 Core Competencies. . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 

 Early Learning Guidelines and Resources  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  3 
 
Section 1: Initial Training and Continuing Education Information . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 

 Washington State Training Requirements    . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .   6 

 Child Care Basics and WAOL . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  6 

 Provider FAQs. .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  8 

 Continuing Professional Development Requirements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9 

 Training Reimbursements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10 

 Finding Trainings in MERIT . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10 

 Obtaining a STARS ID . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  11 

 Trainer Concerns . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  11 

   

Section 2: Trainer Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13 

 New Trainer Approval Process . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13 

 Application Instructions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  14 

 Trainer Approval Board and Organization Trainer Mentor. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  17 

 Trainer Online Modules . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  18 

 Trainer Annual Education and Reimbursements . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . .  18 

 Trainer FAQs . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  19 

       After you become a State Approved Trainer. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  20 

       Trainer Sanctions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  22 
 
Section 3: Printable Resources for State-approved Trainers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

 Trainer Application Forms and Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

 Trainer Competencies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

 Training Design Template . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

 Professional Development Training Scoring Rubric. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

 Guide For Distance Learning  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  24 

   

   
 



Washington State Department of Early Learning Training and Trainer Manual | 6 
 

Section 1 - Initial Training and Continuing Education 
Washington State Training Requirements: The training requirements outlined in this section may be 
referenced on the Washington State Legislature site, Title 170, at 
http://apps.leg.wa.gov/wac/default.aspx?cite=170-295  

WAC on initial training: http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1060  
WAC on annual training requirements: http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1070  

What initial and ongoing state training and registry system (STARS) training is required for child care 
center staff? 

The director, program supervisor and lead teachers must register with the STARS registry and 
complete one of the following trainings within the first six months of employment or of being 
granted an initial license: 

(1) Basic training approved by the Washington state training registry system (STARS); 

(2) Current child development associate certificate (CDA) or equivalent credential, or twelve or 
more college credits in early childhood education or child development; or 

(3) Associate of arts (AA), associate of arts and sciences or higher college degree in early childhood 
education or child development. 

[Statutory Authority: RCW 43.215.060, 43.215.070, and chapter 43.215 RCW. WSR 15-01-044, § 170-
295-1060, filed 12/9/14, effective 1/9/15. WSR 06-15-075, recodified as § 170-295-1060, filed 7/13/06, 
effective 7/13/06. Statutory Authority: Chapters 74.12 and 74.15 RCW. WSR 03-14-110, § 388-295-
1060, filed 6/30/03, effective 8/1/03.] 

 

Child Care Basics 

All family child care home licensees, child care and school-age center directors, program supervisors, 
site coordinators and lead teachers are required to meet the 30 hour Basic STARS training 
requirement called Child Care Basics. 
  

What is Child Care Basics?  

The Child Care Basics curriculum serves as a broad introduction for professionals who are pursuing a 
career in the early care and education field. This curriculum is designed to meet the initial basic 
training requirement for child care center staff and family child care home staff working in licensed 
or certified programs in Washington State. Topics covered include child growth and development, 
executive functioning, health and safety, family interactions and community building, program 
planning and professional practice. It is a 30 hour class that may be offered in person, online, or as a 
hybrid model. 
 
 

http://apps.leg.wa.gov/wac/default.aspx?cite=170-295
http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1060
http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1070
http://app.leg.wa.gov/RCW/default.aspx?cite=43.215.060
http://app.leg.wa.gov/RCW/default.aspx?cite=43.215.070
http://app.leg.wa.gov/RCW/default.aspx?cite=43.215
http://app.leg.wa.gov/RCW/default.aspx?cite=74.12
http://app.leg.wa.gov/RCW/default.aspx?cite=74.15
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I’ve completed the previous 20 Hour Initial Training, do I have to take Child Care Basics?  

No. Child care professionals who have taken the 20 Hour Basic STARS training are not be required to 
take the Child Care Basics course. Although it is not required, we recommend you consider taking the 
Child Care Basics course for your own professional development. If you do, you will receive STARS 
hours that count towards your annual continuing education requirement and you can apply for training 
reimbursement.  

Are training reimbursements available for Child Care Basics and annual continuing education?  
Yes. Professionals may apply for up to $250.00 reimbursement for STARS training taken each year, 
including the Child Care Basics course. More information about the training reimbursement process 
may be found at: http://www.del.wa.gov/requirements/professional/financial.aspx  
 
What languages is Child Care Basics available in?  
At this time, the training may be offered in English and Spanish. The course handouts are available in 
both English and Spanish. Future translations will be based on a needs assessment to determine 
which language translations happen next.  
 
Is the new Child Care Basics curriculum required? If so, for who?  
Beginning July 1, 2014, the Child Care Basics curriculum will be the only training that satisfies the 
initial training requirement for family child care homes and child care centers. For school-age 
professionals, please complete Online School-Age Initial Training Requirement.  
 
How is Child Care Basics offered?  
Child Care Basics is offered throughout the state in three different modalities:   

 face to face in a classroom  

 hybrid in which some of the content is in a classroom with a trainer and some online  

 completely online  
 

Search MERIT to find out when and where classes are offered in your community 
http://www.del.wa.gov/Professional/merit.aspx or search your local community college course 
catalog to register for the class through a college. 
 
This training is available through community based organizations, colleges, Educational Service 
Districts (ESD’s) and high schools. It is offered every quarter fully online through Washington Online 
(WAOL) for college credit. The curriculum was developed in partnership with higher education and 
includes information on current research and early learning initiatives.  
 
To complete Child Care Basics online please make sure you are registered with Washington Online at 
http://www.waol.org/ or with an online training organization that is qualified to offer STARS credit 
with state approved trainers teaching the course. 
 

http://www.del.wa.gov/requirements/professional/financial.aspx
http://www.del.wa.gov/Professional/merit.aspx
http://www.waol.org/
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Accessing Child Care Basics 30 hour training through Washington Online Learning (WAOL) 

To access WAOL online courses, here are some suggestions for registration:  

1.  Child Care Basics is offered at most Washington Community and Technical Colleges at ECED& 
100 for three credits.   
 

2. Register for the course through your local community college if they are offering the course.  
You can contact the ECE coordinator.  Payment for the course goes directly to the college and 
follows the college tuition rates. 

 
3. If the college closest to you is not offering the course, students can register through the host 

college, Olympic College, by going to www.olympic.edu  Students will need to apply for a 
student ID number and register for the next quarter’s class.  The class is offered each and 
every quarter, including summer at Olympic. 
 

4. Once registered, you will log on to your college’s website to access Canvas (the learning 
platform used to teach ECED& 100 throughout the state).  The text used for Family Child Care 
Providers is the Family Child Care guidebook found on the DEL website. 

 

Frequently Asked Questions from Providers 

Q:  I found that Child Care Basics is offered at five different community colleges.  How do I choose 
one? 

A:  It would be helpful if you choose the college closest to where you live in case you need support.  
However, not every college shares in WAOL online Child Care Basics.  If you cannot find a college 
near year, please register through Olympic College by going to www.olympic.edu.  WAOL does not 
register students. 

Q:  How do I pay for the course?  How much does it cost? 

A:  Each college has a tuition schedule.  If you want to take the WAOL version of Child Care Basics, it 
will be called ECED& 100 and is subject to tuition costs at each college. 

Q:  Do I have to use financial aid to take the course? 

A:  No, you may self-pay for the course and do not have to divulge income information to enroll. 

Q:  How long does it take before the course begins? 

A:  Each college maintains an academic calendar that may or may not match WAOL’s schedule.  The 
online WAOL shared class follows the WAOL calendar, regardless of which college you may enroll 
through. 

 

http://www.olympic.edu/
http://www.olympic.edu/
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Q:  How do I get to the class once registered? 

A:  All community colleges in Washington use a learning platform called Canvas.  Each college’s 
website should have a link that takes you directly into your course.  Make certain to participate in 
the course once it begins and provide your STARS provider number to the instructor so that 
successful completion of the course can be submitted into MERIT.  You will also be provided a hard 
copy of certificate upon successful completion of the course from the instructor. 

Q: Is it possible to get an exemption from the required training? 

A: Yes, you may request an exemption from the Child Care Basics training based on eligible 
educational background.  

 

Helpful Links:  

Information about WAOL quarterly calendar can be found here:  
http://www.waol.org/faculty_and_staff/calendar  

WAOL’s “get started” in online learning that includes a self-assessment quiz about online learning 
as well as class schedules and how to enroll at colleges can be found here: 
http://www.waol.org/get-started  

A copy of the Child Care Center Licensing Guidebook can be found here: 
http://www.del.wa.gov/publications/licensing/docs/ChildCareCenterLicensingGuide.pdf  

A copy of the Family Child Care Licensing Guidebook can be found here: 
http://www.del.wa.gov/publications/licensing/docs/FHCC_guide.pdf  

 

Continuing Professional Development - 10 Hours Annually 

Every calendar year, after meeting the Child Care Basics training requirement, early learning 
professionals are required take 10 hours of continuing education training from a state-approved 
trainer or from the Early Childhood Education (ECE) department of a Washington state college.  
 

For directors, program supervisors, and site coordinators, five of the ten hours of training must be in 
program management and administration. DEL licensors are responsible for regulating and ensuring 
compliance with the STARS training requirements in licensed child care settings. Please reference 
WAC 170-151-200 and WAC170-295-1070 for more information. If you are unsure if a specific 
training opportunity qualifies as a management and administration category (required for directors 
in WAC), check with your licensor.  When a state-approved trainer develops and offers training, they 
cannot be credited with STARS hours counting toward STARS requirements for a training which he or 
she has provided. 
 

http://www.waol.org/faculty_and_staff/calendar
http://www.waol.org/get-started
http://www.del.wa.gov/publications/licensing/docs/ChildCareCenterLicensingGuide.pdf
http://www.del.wa.gov/publications/licensing/docs/FHCC_guide.pdf
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A single training cannot be used to meet two different licensing requirements. For example, an 
HIV/AIDS/ Blood Bourne Pathogens, First Aid/CPR or Food Handlers class cannot be used to meet the 
continuing education requirement. 

 

Training Reimbursement for Early Learning Professionals 

DEL offers cost reimbursement for training taken from state-approved trainers in Washington. 
Professionals who currently work in child care facilities licensed or certified by DEL can access this 
opportunity through their MERIT professional record.  
 
Application Guidelines for state-approved training reimbursement: 

 You may apply for up to $250 for your training reimbursement, and can include any 
combination provided by a state-approved trainer in the last 12 months.  

 You can only apply one time per fiscal year (July 1- June 30). 

 You must be currently employed in a DEL licensed or certified facility, and have this 
confirmed or verified by your employer or qualified administrator (such as a center director, 
family child care home licensee, or DEL Licensor). 

 You must hold one of the following eligible job  positions as determined by Washington 
Administrative Code (WAC): 
 

 

Child Care Center  
Director 
Assistant Director 
Program Supervisor 
Lead Teacher 
Assistant or Aide 

Family Child Care Home 
Licensee 
Primary Worker 
Assistant 

School-Age Center 
Program Director 
Program Assistant Director 
Site Coordinator 
Lead Staff or Group Leader 
Child Care Assistant 

 

Finding Trainings in MERIT 

There is no need to sign into MERIT to find a class.  Go to Department of Early Learning webpage: 
http://apps.del.wa.gov. Click on the MERIT logo on the left side of the page:   

 

Or go to: https://apps.del.wa.gov/MERIT/.  

Once you are on the MERIT Homepage click on Find Training 

http://apps.del.wa.gov/
https://apps.del.wa.gov/MERIT/Home/Welcome?ReturnUrl=%2fMERIT
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Click on ‘Trainings’ to search for a class. Search by title, date, location, training method, organization, 
and/or trainer.  

Obtaining a STARS ID 

You will need to obtain a STARS ID in order to receive STARS credit for any training you complete. To 
obtain a STARS ID go to MERIT and click on “Sign in or Register”. Fill out the boxes on the next page and 
follow the written instructions to obtain your ID. 

When you attend training, your trainer will provide a roster.  Sign the roster using your signature and 
STARS ID so the trainer can enter your name into the class roster in MERIT. This will ensure that you 
will receive credit in your MERIT account. 

 

Training Concerns 

If a training participant has a concern about the quality of the trainer they may complete a training 
concern form within 60 days of the original training date to document concerns to DEL.  DEL takes all 
concerns seriously and all requests are handled in a confidential manner. The process for training 
concerns is as follows: 

 The training participant completes and submits the Training Concern Form to MERIT at DEL, 
explaining the situation.  

 Within 10 business days of receiving the completed Training Concern Form, MERIT staff will 
review the written concern and notify the requestor that the concern is being addressed or that 
the concern does not fall within the scope of the Standards and Responsibilities. 

 If the concern relates to an area within the Standards and Responsibilities, the trainer will be 
notified and asked to respond. 

 The trainer must respond to MERIT staff in writing about the concern within 30 calendar days 
to maintain an active state-approved status. The trainer is asked to respond to the concern and 
document how this problem will be addressed in future trainings. 
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 The trainer may deny the concern allegation, but must document how the concern will be 
considered in future work. The Professional Development Administrator will review the trainer 
response and if there is adequate explanation and attention to the matter, the concern is 
considered resolved. 

 If the response indicates that the Standards and Responsibilities were not met and will not be 
met in the future, the sanctions process will be implemented. The Professional Development 
Administrator determines if the complainant should be notified of the outcome. 

 If two or more concerns have been submitted against the trainer for the same issue, an on-site 
monitoring review is required. After the review, the reviewer will give feedback for 
improvement and the trainer must submit documentation on renewal of how the feedback has 
been incorporated into training practice. Depending upon the severity of the allegation, trainers 
are subject to losing state- approved status at any time. 

 If three or more concerns have been submitted against the trainer, the trainer will have to 
submit an entire full application on renewal and go through an on-site monitoring review. At 
the review, the reviewer will provide documentation and feedback on the trainer’s 
performance. The trainer will be placed on probationary status and will be required to work 
under the mentorship of an intermediate or advanced trainer. 

 Upon renewal, the trainer must have a recommendation to continue from the intermediate or 
advanced trainer mentor. Depending on the severity of the allegation, trainers are subject to 
losing state-approved status at any time. 

 If a trainer violates any items on the quality assurance agreement, he or she will be subject to a 
more thorough review upon renewal. Depending on the nature of the violation, the trainer may 
not be eligible for review or might be placed on probationary status with specified 
requirements that must be met in order to gain full renewal status. 
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Section 2—How to Become a Washington State Approved Trainer 

State Approved Trainer definition 

Licensed early care and education providers are required by WAC to complete training annually. They 
may receive STARS credit from state-approved trainers, conferences or from the Early Childhood 
Education (ECE) department of a Washington state institution of higher education.  

WAC regarding initial training: http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1060  
WAC re: annual training requirements: http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1070  

Trainers complete the Department of Early Learning’s Trainer Approval Process in order to offer 
STARS credit to meet the WAC requirement. Trainers enter information into the state’s early 
learning registry system, MERIT, in order for participants to receive STARS credit.  
 
Trainers use principles of adult learning to facilitate and develop training using a variety of methods 
of interaction and cultural sensitivity to meet the learning styles of the participants. Reflective 
practice is encouraged with real life application of the content from the training. Trainers are 
expected to use the WA State Core Competencies as the foundational skills and knowledge in their 
training development. A series of related trainings are recommended for ongoing interaction and 
application.  
 

New Trainer Approval Process  

In January 2012, the Department of Early Learning (DEL) announced a trainer approval process for 
state-approved trainers that is based on individual trainers rather than training organizations. In the 
summer of 2015, DEL transitioned to a revised trainer approval process. This manual includes 
information about the revised process along with links to information on the DEL website.  

The Washington State Trainer Approval Process now uses an observation method of approval. 
Formerly, the approval process was an online application which was reviewed by the Trainer 
Approval Board. The Department of Early Learning has reviewed feedback on the online method and 
will now base trainer approval on observations using a rubric and a written document 
demonstrating preparation and experience in the core competency areas in which an applicant asks 
to be approved. The trainer must have their education verified and submit a resume. Online 
modules with information about teaching adults and DEL’s foundational documents are also part of 
the approval process. Trainer Approval Board Members or Organization Trainer Mentors will 
observe the applicants and review the Core Competency Demonstration Form and submit their 
recommendations for approval. Trainers will be approved in specific core competency areas and at 
levels 1-5. 

The Purpose of the Trainer Approval Process 

The integrity and quality of trainings sets the foundation for early care and education and child and 
youth development (school aged care) professionals. The main purpose of the trainer approval process 

http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1060
http://apps.leg.wa.gov/wac/default.aspx?cite=170-295-1070
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is to promote quality training opportunities around the state, establish a consistent process for 
reviewing all trainers and ensure that all trainings are grounded in the state’s Core Competencies and 
Early Learning Guidelines. 

Goals of the new approval process: 

 To increase the number of high quality trainings available to early learning and school age 
professionals across the state of Washington 

 To establish an efficient and timely process for observing trainers and approving applications 

 To create a process that is easily communicated and transparent to trainer applicants 

 

What are the benefits of becoming a state-approved trainer? 

Together with partners and leaders, Department of Early Learning promotes the accessibility of high-
quality educational opportunities that meet the diverse professional development needs of those who 
work with children and families.  

State Approved Trainers: 

 Are able to advertise around the state 

 Can use MERIT to capture all training data. MERIT helps trainers track attendance, complete 
training rosters and print training histories 

 Are recognized for their expertise and ability to provide high-quality professional development 
experiences for adults 

 Highlight the leadership and importance of trainers in our professional development system 

 Have access to an annual support stipend for training materials and/or continuing education 

 

Who can apply to become a state approved trainer? 

DEL encourages all past STARS approved trainers to submit applications and welcomes new trainers 
who have not been part of our system to date. We hope to develop a network of leaders who are 
committed to quality adult learning experiences for individuals who work with children and families. 
Trainers cannot offer STARS hours unless they are state approved. 

 

Application Instructions 

For those who want to become state-approved trainers, the first step is to download the registration 
forms from the Department of Early Learning (DEL) website. The applicant must also submit a Core 
Competency Demonstration form and a resume. The revised process lists trainer-approval levels based 
on the Washington State Core Competencies for Early Care and Education and the Core Competencies 
for Child and Youth Development Professionals (school-age care). Copies of the necessary forms, 
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including the checklist, are available in Section 3. The applicant should print out the necessary forms, 
complete the forms by hand, and email them to training@del.wa.gov .   

List of Forms and Documents in Section 3 

 Trainer Approval Process: Instructions 

 Trainer Applicant Approval Checklist 

 Trainer Applicant Registration Form 

 Core Competencies Demonstration Form 

 Instructions for Core Competency Demonstration Form 

 Trainer Observation Rubric 

 Additional Trainer Resources 

 

Once the trainer applicant submits his or her resume and completed registration and Core Competency 
Demonstration forms to training@del.wa.gov , DEL will email the applicant a copy of the observation 
rubric for review and will initiate the following trainer approval process:   

1. DEL contacts a member of the Washington State Trainer Approval Board to request an obser-
vation. The board member is selected based on availability, location and areas of expertise. 

2. The board member is emailed a copy of the applicant’s completed Core Competency 
Demonstration form, along with contact information for the applicant.  

3. The board member contacts the applicant to set up an observation of the applicant teaching a 
class for adult learners.  

4. After observing the applicant, the board member emails DEL the completed observation rubric 
along with the Trainer Approval Board Review Form (with details regarding core competency 
area and level of approval). Feedback for the applicant is included at the end of the observation 
rubric. Comments within the observation are confidential and give DEL staff background for the 
scores listed in the rubric and feedback if they need to offer coaching to the applicant. (You’ll 
find copies of the review form and instruction sheets in this section of the manual.) 

5. DEL contacts the applicant and shares feedback written by the board member at the end of the 
rubric. If the applicant is approved, DEL sends a welcome packet and creates a trainer tab in 
MERIT.  

6. If the applicant has not been recommended for approval, DEL staff will go over feedback and 
suggest available professional development opportunities to improve the applicant’s skills in 
teaching adults. 

7. Some trainer applicants will be observed by Organization Trainer Mentors (OTMs). 

8. The Trainer Approval Board member or Organization Trainer Mentor may need to gently assist 
the trainer applicant during training if unforeseen circumstances occur in order to assure 
quality training for the participants. They may enter the training into MERIT under their trainer 
tab to ensure that participants receive STARS credit during the observation. 

mailto:training@del.wa.gov
mailto:training@del.wa.gov
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Instructors of Higher Education or ESD Staff Trainers/Certified Teacher Educators Registration 

There is a registration process for current instructors of accredited higher education institutions to 
become state approved trainers.  Staff trainers or certified teacher educators employed by an 
Educational Service District (ESD) who teach classes for adults in which STARS credit can be offered are 
also encouraged to register. 

DEL encourages faculty and ESD trainers to register in order to more accurately track who is offering 
professional development opportunities across our state.  This registration is a fast track to obtaining a 
trainer tab in MERIT and allows these registered instructors of adult professionals to list classes for 
STARS credit and ensure that students receive STARS credit on their Professional Development record.  
Instructors of higher education complete the online modules and demonstrate that they have taught 
for at least two consecutive terms at an institution.  

For the trainer approval process, instructors of higher education are not required to have their 
education verified, but must complete and submit the Employment Verification Form: 

Employment Verification Form for Higher Education Instructors: 

http://www.del.wa.gov/publications/PD/docs/PD_Higher_Ed_Employment_Verification.pdf  

 

To Apply as a Higher Education or K-12/ESD Trainer 

Sign into MERIT using your STARS ID (see information about obtaining a STARS ID in Section 1 of this 
manual).   Click on Applications tab: 

 

 

 

http://www.del.wa.gov/publications/PD/docs/PD_Higher_Ed_Employment_Verification.pdf
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Click on State Approved Trainer Application.  Do not use this link for a traditional trainer application. 
Instead download the paperwork from the DEL website Trainer and Training Approval page: 
http://www.del.wa.gov/Professional/approval.aspx  

Click on the Higher Education Trainer or K-12/ESD Educator link  

 

Trainer Approval Board  

The trainer approval board (TAB) is made up of a diverse group of experts who share the same 
commitment to high-quality training for professionals. This includes organizations and members of 
higher education, community-based training, state agencies and other professional organizations 
See the manual for Trainer Approval Board Member on the Trainer and Training Approval webpage 
on the DEL website: http://www.del.wa.gov/Professional/approval.aspx  

 

Organization Trainer Mentors 

Some organizations that offer training to early learning professionals have applied to the Department 
of Early Learning to have a qualified Organization Sponsored Trainer Mentor on staff or affiliated with 
their organization. New trainers can request the support and assistance from their Organization 
Sponsored Mentor as they go through the trainer approval process. The mentor will model adult 
learning practices, explaining the DEL Trainer Observation Rubric in preparation for the applicant’s 
observation. The mentor can observe the new trainer applicant and review their Core Competency 
Demonstration Form and make a recommendation for approval of the applicant to DEL. For more 
information about the role of the mentor see the manual for the Trainer Approval Board on the DEL 
website: http://www.del.wa.gov/Professional/approval.aspx  

http://www.del.wa.gov/Professional/approval.aspx
http://www.del.wa.gov/Professional/approval.aspx
http://www.del.wa.gov/Professional/approval.aspx
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Trainer Online Modules 

It is recommended that trainers complete the 9 pre-service online training modules prior to beginning 
the application in MERIT. These modules are designed to provide a foundational knowledge base for all 
trainers, and include several tips for submitting a successful application. Trainers can complete the 
application first, but will be expected to complete the modules within six months of approval. The 
convenience of the online platform will allow all trainers to complete these pre-service modules in 
their own time. There are no fees to complete the online trainer modules. 

 

See Training Modules at: http://www.del.wa.gov/Professional/approval.aspx 

The online modules include: 

 Introduction 

 Washington State’s Core Competencies 

 Cultural Competencies 

 How Adults Learn 

 Designing Adult Learning 

 Facilitating Adult Learning 

 Washington State’s Early Learning Guidelines 

 Executive Function 

 MERIT 

 

 

Trainer Annual Continuing Education and Reimbursements: 

Each year, state-approved trainers are asked to complete 15 hours of continuing education related to 
adult learning, early care and education, or other training related to the trainers’ areas of specialty.  

What courses/training fulfill the 15 hours of annual continuing education for trainers? 

STARS hours will fulfill the annual 15 hours of continuing education requirement for trainers. It is 
preferred that some of the annual hours are related to teaching adults. STARS classes that pertain to 
an area of expertise or training course content are also acceptable. Statewide and national conferences 
also count towards these continuing education hours.  

DEL will offer professional development opportunities focused on teaching adult learners for trainers 
at statewide conferences and through Trainer Basics courses. Trainers can also take classes focused on 
their area of specialty or certification. The DEL Trainer Online Modules will count for the first year of 
continuing education requirements.  

http://www.del.wa.gov/Professional/approval.aspx
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All state-approved trainers have access to reimbursement for professional development and training 
materials through the MERIT applications tab. The maximum reimbursement amount is $200, and 
reimbursements are available on a first-come, first-serve basis. Funding is limited for each fiscal year 
(July 1–June 30). 

The Department of Early Learning (DEL) values our approved trainers who provide quality educational 
opportunities to Washington’s early care and education and school-age professionals and offer 
financial resources to support your career as a trainer. The Training Reimbursement application is 
currently available in MERIT using the Applications tab. All financial resources provided by DEL are 
taxable and you may be required to complete a 1099 tax form. 

It is important to download the Statewide Payee Registration for Washington State form whenever you 
receive funds from DEL for a stipend and reimbursement. This is available on the Trainer and Training 
Approval page within the DEL website at http://www.del.wa.gov/Professional/approval.aspx or can be 
downloaded here: 
http://www.del.wa.gov/publications/PD/docs/DEL%20SWV%20Reg%20&%20W9.pdf  

 

 

Applicant Frequently Asked Questions: 

What if I offer training in other languages than English? 

Trainers are able to submit an application in languages other than English. If you regularly train in 
another language, you can choose to submit some or all of your application in this language. If 
possible, DEL wants to observe you teaching a class in the language for which it is written. Please 
contact training@del.wa.gov  to request additional guidance on submitting parts or the total trainer 
application in a language other than English. 

How do I demonstrate that I meet the adult education experience requirements? 

Adult education experience is required in your trainer application. These hours could have been 
attained through training adults, instructing at a college or higher education institute, coaching or 

http://www.del.wa.gov/Professional/approval.aspx
http://www.del.wa.gov/publications/PD/docs/DEL%20SWV%20Reg%20&%20W9.pdf
mailto:training@del.wa.gov
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mentoring adults and/or other experiences that demonstrate responsibility for the professional 
development of other adults. This information is verified by the trainer applicant’s professional resume 
and the Core Competency Demonstration Form. 

How is my required education verified? 

Please submit your credit bearing education with official transcripts through MERIT, My Education Tab. 

Frequently Asked Questions 

http://www.del.wa.gov/publications/PD/docs/Education%20verification%20-
%20Education%20FAQ.pdf 

For information about completing “My Education” go to Five Easy Steps: 

http://www.del.wa.gov/publications/PD/docs/FiveEasyStepsEnglish.pdf  

After the Application Process – Approved Trainer Status 

What happens when I am approved? 

New state-approved trainers will receive a DEL welcome packet, which includes details on the new 
trainer approval process and the responsibilities of a state-approved trainer. Once applicants are 
approved, information is entered into MERIT and the trainers will gain access to a new State-Approved 
Trainer tab.  

State-approved trainers can access this tab to create new training sessions which are required for all 
individual trainings and complete training rosters for participants once the training is complete.  

 

Will DEL approve individual trainings? 

Once you are a state-approved trainer, please enter a training 3 weeks prior to the start date into 
MERIT for each training you deliver, and complete the training roster within 30 days of the completion 
of the training. DEL will not review and approve each training, however training sessions in MERIT will 
be randomly monitored by DEL. The MERIT online module will give you more detailed instructions on 
how to enter trainings into MERIT. It is one of the online trainer modules found under Training 
Modules on the Trainer Approval page: http://www.del.wa.gov/Professional/approval.aspx   

 

Teaching Child Care Basics 

Trainers that are approved to train at levels 1-2 in all areas of the core competencies can offer the 
Child Care Basics (CCB) training. Approved trainers must contact training@del.wa.gov  to receive the 
template in their MERIT account for entering the dates, times, locations and rosters of the class. 

http://www.del.wa.gov/publications/PD/docs/Education%20verification%20-%20Education%20FAQ.pdf
http://www.del.wa.gov/publications/PD/docs/Education%20verification%20-%20Education%20FAQ.pdf
http://www.del.wa.gov/publications/PD/docs/FiveEasyStepsEnglish.pdf
http://www.del.wa.gov/Professional/approval.aspx
mailto:training@del.wa.gov
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The Child Care Basics curriculum (10 modules) is available on the DEL website on the Professional 
Development Resource Gallery page. Power Point presentations, a hybrid lesson plan and handouts 
translated into Spanish are available at the bottom of the page. 
http://www.del.wa.gov/Professional/Resources.aspx  

Conference and Special Events 

What is a Conference/Special Event?  

A Conference/Special Event application allows organizations, practitioners or individuals to give STARS 
hours for a pre-approved training. Conference/Special Event applications can be used up to four times 
per year by individuals or organizations that may or may not be state approved trainers.  

Why can a Conference/Special Event application be used only four times per year? 

A Conference/Special Event application is designed to support organizations and/or individuals that do 
not train frequently. If you plan on providing frequent training (more than four times per year) please 
consider becoming a State Approved trainer. You can review how to apply to become a trainer on the 
DEL website: http://www.del.wa.gov/Professional/approval.aspx or email training@del.wa.gov  for 
more information.  

How to apply for a Conference/Special Event?  

Sign into your MERIT account, select the Applications tab and then select the Conference/Special Event 
application. Submitting this application will begin the approval process for your training event. Once 
you complete the application, you can email supporting documents (such as a flyer or description of 
the event) to training@del.wa.gov .  

How long does it take to process a Conference/Special Event application?  

When all supporting documentation is provided, applications are processed within 10 days. 

Certificates of Completion: what they should include 

Each participant should receive a certificate of completion that includes: name of participant, name of 
trainer, title of the event, core competency hours, the date, and the associated organization (if 
applicable).  

Managing the training roster 

You have 30 days to complete the training roster in MERIT once training or event is complete (for a 
series you have 30 days to complete the roster from the end of each training date). Completing the 
roster allows STARS hours to show up on each individual’s account. Please make sure that each 
participant gives you her/his correct STARS ID number. To complete your roster, select your 
Conference/Special Event tab in MERIT and follow the steps in the application. 

Conference/Special Event Glossary 

http://www.del.wa.gov/Professional/Resources.aspx
http://www.del.wa.gov/Professional/approval.aspx
mailto:training@del.wa.gov
mailto:training@del.wa.gov
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Event: The title of the overall conference, series or single event.  

Conference: An event that may have multiple break-out sessions. This could be a one day or multi-day 
event and requires one Conference/Special Event Application.  

Series: Ongoing training that meets repeatedly. Examples include weekly or monthly trainings and can 
be approved for up to one year. A series requires one Conference/Special Event Application.  

One time event: A single day event by a non-state approved trainer  

Sliding scale: A variable registration fee for training. Examples include member discounts, early bird 
registrations or income-based registration fees.  

Publicly Available: An event that is publicly available is open to the general public. Do not select this 
option if the training is specific to your staff, employees or a specific group of participants.  

Organization Association: If you are training in partnership with an organization, you may associate 
yourself with that organization. If your organization is not listed in MERIT, please contact 
MERIT@del.wa.gov  to add your organization to our registry.  

Supporting Documents: Supporting documentation should include the event date, cost, location, 
speaker(s) information, Washington State Core Competency information, and website information (if 
any).  For questions please email training@del.wa.gov   

Trainer Sanctions 

DEL reserves the right to implement the trainer sanctions process when trainers consistently do not 
meet the Trainer Standards and Responsibilities or engages in fraudulent/ illegal activity. Additionally, 
if a trainer is disqualified from providing child care or has his or her license revoked or denied, the 
trainer will not be allowed to be a state-approved trainer.  

Examples of when trainer sanctions may apply include, but are not limited to: 

 A trainer does not abide by the quality assurance agreement listed in the state-approved 
trainer application. 

 A trainer is convicted of a crime against persons. 

 A trainer fraudulently keeps STARS scholarships or participants’ payments. 

Possible sanctions include: 

 An on-site monitoring review and placement on probationary status where the trainer works 
under the guidance of an intermediate or advanced trainer mentor. 

 6-month revocation of state-approved trainer status. 

 1-year revocation of state-approved trainer status. 

 Permanent revocation of state-approved trainer status 

mailto:MERIT@del.wa.gov
mailto:training@del.wa.gov
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Section 3 – Handouts and Resources 

List of Forms and Documents in Section 3 

 Trainer Approval Process: Instructions 

 Trainer Applicant Approval Checklist 

 Trainer Applicant Registration Form 

 Core Competency Demonstration Form 

 Instructions for Core Competency Demonstration Form 

 Trainer Observation Rubric 

 Example of Strong Trainer Observation 

 Example of Weak Trainer Observation 

 Trainer Competencies 

 Professional Development Training Scoring Rubric 

 Guide for Distance Learning 

 

(Note: Many of the links that you see on the following pages are not actively linked to the website. Instead of 
clicking on them, you will need to type these website addresses into your web browser window.)  
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